New Hire Actions

Chapter 3 New Hire Actions

z Background Information

This chapter and the following one describe the steps required to perform various
personnel actions for internal NAF employees within the SAP Human Resources system.
We will start with a New Hire action and describe in detail the procedures necessary to
input one specific individual’ s relevant data.

We will input datainto the basic personnel data section, the appropriate data to be
transported to the ADP payroll processor and data necessary for the KRONOS automated
Time and Attendance collection program. In addition, through this single “point of
entry”, al pertinent information regarding taxes, benefits, DOD/MWR mandated
demographic information, Internal Revenue data, emergency contacts, etc. will be entered
into the Human Resources module. We are trying, through the implementation of this
Personnel/Payroll Human Resources system, to eliminate the constant duplication of data
that is rampant in a“paper based” system.

Of course, al the necessary recruitment and approval steps should be taken prior to the
actual entering of the data. A paper SF52 will be part of the Official Personnel Folder
and Vacancy Recruitment File, and should be serving as the information source for much
of the electronic data to be entered. It isvery important that the SF52 identifies the
position number of the job that the new employee is being assigned to. The validity of
the position number/job number should be confirmed earlier in the process and if anew
position must be established, the personnel list authorized to establish new positions,
should do so. It isaso highly recommended that alocally developed data sheet should
be given to the new employee to fill out so that the necessary personal information is
readily available for the data input procedure.

The aim in the Human Resources component isto be able to process employee related
data according to the MWR/V Q business requirementsin an effective structureand in a
timely manner.

The Human Resources module uses a system of data types called infotypes.

Datais grouped according to content. Each infotype has been set up to collect and store
particular data. For example, Infotype 0040, Objects on L oan tracks the information
regarding company equipment that is in the possession of an employee. Infotype 0009,
Bank Details stores the information necessary to process the direct deposit of an
employee’ s paycheck.

The infotypes appear as an entry screen for the user, through which you can maintain
infotype records. Infotypes can be processed individually or in fast entry mode.
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B Display Master Data

When it becomes necessary to only look at the Master Data rather than make changes to
it, use the procedure as explained below.

Note: No changes can be made to the datain this mode using this transaction
code and menu path. This procedureisfor display purposesonly.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA >DISPLAY MASTER DATA

Transaction Code: PA20

™ Dizplay HR Master Data
HE master data  Edit Goto  Extraz  Utiities  Settings  Swstem Help

&l HmlecetnE nnoa BE@
|4 2

Personnel no. ]62ll !

Mame |andrew anderson

EE group IE MF Perz.area 1287 Morthwest Region MwWH

EE subgroup JFF Feg Full Time Cost center 428 COMCOURSE FC O

Personal Data ] Addtl, Personal Data ] Benefit Information ] Tares ]

Artiors w/]~| [Period-
] Personal Data wl— | ® Period
j Organizational Assignment ¥4 Fr. 1— To
;.ﬁ.ddresses 4 ) Today O Cumweek
|| Bazic Pay ] Al ) Curment moth
| Family/Related Person O From curr.date ) Last week
L] Residence Status ¥ (1 To curent date 1 Last month
=Additional Personal Cata Yy e o .
Education
i DoD / Mwh Specific Data Vﬁz & L
- Direct selection
Infotype J STy J
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Y ou must first search through the Employee database to find the employee whose records
you wishto look at. At this point, we can enter the employee number directly, if known
or use the dropdown arrow to search for the correct employee.

In our example, we have directly entered the number “624” and hit the enter key |2 to

verify that the employee is the one we are looking for, Mr. Anderson who works out of
the NW Region in Bangor.

We now must decide what data pertaining to Mr. Anderson do we want accessto. As
you know from going through the New Hire process, all the pertinent datais entered into
a series of infotypes that are numbered and are labeled with atext title.

We have decided that we would like to inspect, not change, the information that is part of
the DOD/MWR specific data infotype which is numbered 9001.

We can access this datafor Mr. Anderson in one of three ways.
We can click on the Personal Datatab, click in the area next to the text that is |abeled
i
DOD/MWR Specific Data, then click the display icon | it to open the infotype.
We can typein any part of the infotype title in the direct Infotype entry box, click the
enter key to display the full name of the infotype, then click the display icon to show
the infotype.

We can type in the number of the infotype in the Direct Infotype box and then click

the display icon i as shown below.
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™ Dizplay HR Master Data
HE master data  Edit Goto Extras  Utlities Settings  Spstem  Help

&l

Fweae 2HE DOL BE| @

H 4 A2

Perzani iﬂ 24

I ame |Hndrew Anderson
EE group IE MF Pers area
EE subgroup T RegFull Time Cost center

Perzonal Data | Addtl. Persof ta | Benefit Information ] Tanes

[ Family/Related Person
Residence Status
Additional Personal Data

Education

11 287 Morthwest Region MwH

I!I-2l] CONCOURSE FCO...

{_From cur.date

Actions «| [Period
[ |Personal Data @ Period
i Organizational Assignment Fr. To I
;Addresses ) Taday ) Currweek
Baszic Pay N oAl ' Current month

) Last week
() Last month
) Curent year

Direct selection

Infotype

We have
entered
“9001”

Y ou now have accessto all the information in this particular infotype for the chosen

employee as shown below.
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New Hire Actions

™ Display DOD / MWR Specific Data

Infotype  Edit Goto Ewxtras Sustem Help
&l I8 cee Dk D00 | HE| @

lam L2
1)

624 Mame Iﬂnl:ll‘ew .. Status Active

EE group FE_ MF Perzonnel ar 1128? Morthwwest Region MWH
EEsubgioup  |FT RegFull Time S9N [e91-25-5555

Frarm 10112532031 to 1121’31!9999 Chig 10112532001 !Hl]_PﬁS?F2

Locale Information

DOD NAFI Organization Cade [huz2 Navy NAFI

Dty Station Location M Bangar, Wi

MAF Personnel Office identifier 18287 Morthwest Region Seattle

DOD Mwh Activity Code r3_1. Snack bars incidental to operation of other programs

USA Funding Under MOA

=1

US4 Indicator Mat covered under USA MOA

-Misc.

Whelfare to Work Hire code Hired on or after March 8, 1937 - Bow & on OFM Formn 1635

D00 Dependent-Sponsor Relationship Mot applizable. Mot a dependent of & spotsar,

Perzon Hispanic Category Code Mot Hizpanic Origin

Person Dezsignator Type Code Social security number

OFf Dty Military Code Ma; not a military member on active duty

T EIwIRIN R

Source of Recruitment

-Union Ehgibility

Bargaining Unit Eligibility Code Mon Supervisory

=1=l

Bargaining Unit Member Status Mot Member of Bargaining Unit

o
The document overview icon “* looks at all the same datain a different way. Once you

highlight a particular action type (one with a Green check mark on the line so that you
Q
know there isinformation contained in it) and click the Document Overview icon “=

the following screen opens
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= Overview DOD f MWR Specific Data ]
Infotype Edit Goto Exiras System  Help

@ || ZIBCoe CHK D000 |ER @
&

Pers?nnel o 624 Mame W Status Active

EE group IE MNF Perzonnel ar E Kingsbay

EE subgroup ,ﬁ Reg Full Time 55N 451-52-6284

@ Choose m bis lm STy, I—

Start date End date MAF] | Duty Stn Perz u} 0} Source of Recruitment
» (014012001

Kl i ]|

Y ou may now look at any of actions listed by clicking in the small entry box to the left of

the line and clicking on the = icon on the applications tool bar.

NOTE: Theinformation as shown on these infotypes using PA20 can only be
looked at, they cannot be changed or modified in any way.
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|; Maintain Master Data

Do thiswhen it is necessary to maintain Master Data. If the infotype has an existing
record that will be delimited because of the information that you are about to enter, it is

better to use the copy icon Q and change the information accordingly. Using this
method, all relevant fields are sure to be populated correctly. Thereisadetailed
explanation of the three choices of icons that may be used: Create, Change or Copy in
the table on the next page.

After you have entered your changes to an infotype and used the enter key, you should
receive awarning message telling you that a previous entry has been delimited. This
warning verifies that you actually want to make the change and that you have changed
the “From date” to reflect that your record will now be the current one. Y ou may proceed
through the message by using the Enter key again and you will then be reminded to save
your changes.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > MAINTAIN HR MASTER DATA

Transaction Code: PA30

™ Maintain HR Master Data

HE master data Edit Goto Estras  Utlities  Settings  Spstemn Help

T T =) | = mm mm | | = |
| & || Awmicae DME Dnan |[BHEE @
Do eenoa|2
Perzonnel no. "ﬁle !l
Mame II’IHDREW ANDERSOH
EE group IE MF Ferz.area I‘I 287 Mothwest Region kMW
EE subgroup IFT Reg Full Time Cost center Ill2l3 COMCOURSE FC O
Perzonal Data I Addtl. Personal Data i Eenefit Information i Tanes i
: Actions -Period
|_|Personal Data (® Period
Organizational Assignment Fr. I Tao I
| |Addiesses ) Today ) Currweek
[ Basic Pay oAl ) Current month
|_|Family/Related Person ) From cur.date ) Last week
L] RS EETEE R ) To current date ) Last month
L | Additional Personal Data e CORCUnenty e
L | Education e
DoD / Mwh Specific D ata
Direct selection
Infotype I STy I
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Select the correct infotype, the one relevant to the changes or additions needed. Verify
that there is no action to use to take you through all the necessary screens, such asa
transfer. An example of going directly to Maintain Master Datais to process a change in
an employee’ s W-4 Withholding form.

™ Maintain HR Master Data

HE master data Edit Goto

Extraz  Utiities  Settings  Spstem  Help

el

lDeswmoal

W e SME onan | FEE| @

o
ey

Fersonnel no.

|62n

Mame ]m
EE group E MHF Fers.area FI‘E-S_?‘ Morthwest Region MWwR
EE zubgroup FT FegFul Time Cost center 428 CONMCOURSE FCO..
FPerzonal Data ] Addtl. Perzonal Data ] Benefit Information  Taxes ]
[ |Residence Tax Area w/|~| [Period-
] whork. Tax Area W (8 Period
j Unemployment State 7 Fr. ]7 To ]7
[+ ithholding Info W 4AwE US O Taday O Curr.week
; Al ) Current manth
L ) From cur.date ) Last week
L1 ' To curent date 1 Last month
L C Curr.period ) Cunrent pear
L1 Choose
L | T
r Direct selection
Infatype [withholding Info Wwid AWE US 5Ty [FED %]

We have gone to the “Taxes’ tab and highlighted the line reading Withholding I nfo

W4/W5 US. We have also used the dropdown menu to choosethe Sty “

D".

There are afew more ways to select the infotype directly. In the Direct selection section,
you could enter “0210” in the Infotype field or type in any part of the word,
“withholding” and click Enter or do as we have done, highlight the action linein the

Taxes tab.

Icon Name | Icon Description

Create 0O Used to create a new record using one of the infotypes

Change 7 Will delete history and should only be used in the case
of atyping error and if no payroll hasbeen run.

Copy The recommended choice. Make the copy then make the
changes/additions.
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The third method of accessing the information to be changed is to click the Document
Overview icon from the opening Actions screen after selecting the infotype. We have
goneto the “Taxes’ tab and highlighted the line reading Withholding Info W4/W5 US.

o
Click the Document Overview icon “*

= |ist Withholding Info W4,/W5 US

Infotype Edit Goto Extras  System  Help

&l FilHeed DHE DO BRI @
|Dsmas

Perzannel no 624 MName |HHDREI.\.' .. Statug Active

EE group IE MF Persannel ar 1287 Morthwest Region MwH

ER b [FT FReg Ful Time 55N §91-25-5555

Chaoze |B1/B1/1SBB ta |12/31l'9999 STy I

Begin date End date Tazing Description LI
» 0241542001

014252001 024142001 FED  |Federal

WS

Highlight the line we wish to change and click the Copy icon G and a copy of the

infotype that we wish to use is shown on the screen. In this case, Infotype 0210 Subtype
FED — Copy Withholding Info W4/W5 US
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Copy Withholding Info WA/W5 US

™ Coopy 'Withbalding Imio W4 5/5 L5
Infoipps Eclt Boko Esvas Gysiem Help

@ AH e 2R awnas EE|®

B2
Pemomvel no a2k Hame AMDEEW  Sizhe Agtren

EE cpoup |E W Parcannsl 12ET Mot bevant Amgior MW
EE sibapaup [FT RegFud Tie 550 [eFa-2i G55

From [niszsrenm 20 [12r500909

Slalis

Tai authaiy FED Foka Tas kvl b Fetoa
Fing #iahs B Wi

Aloraencar: I_Z

r T 3 e pl i il [ IRE mardaks

‘withhokieg odwtmests

Sdd pathbalding | Usi0

Dvarsie: (hom Wtolyna DA

Fiom dain Enddss | Suplemenisinethod | Tasoveride Erol

The screen shows a copy of the existing infotype 0210 — Withholding Info W4/W5 US
Thetitle bar showstheword “COPY” beforethe name of the infotype.

Below isthe input table example for thisinfotype. The information will change based on
each infotype selected. We will make some changes to this record to illustrate how the
procedure is done.

Field Name Description R/O/C | User Action/Values
From Effective Begin R Enter a date when the changeisto
date become effective. We used
02/15/2001 the date the W4 was
signed by the employee
To The End Date R Defaults to 12/31/9999. No Entry
required
Filing Status Filing Status R Married, Single, etc.
Allowances Number of R We changed thisfrom 2to0 5
exemptions because of thetripletsready to be
born.
Tax Exempt Tax Exempt @] Useonly if partial or no Federal
Indicator Indicator taxes are to be withheld. Dropdown
menu available.
Additional O
Withholding
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) v
Press the Enter icon -

Y ou will see the Record Delimited warning message in the pop up window and on the
Status bar at the bottom of the screen.

. v :
Press the Enter icon - again.
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—— hudhh 5 ! v
(B2 Ass20m 0 i 1253177999

We now get the standard reminder on the screen to “ Save your Entries’

Click the Saveicon -
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The record has been changed and the process involved using a copy so that no history

waslost. We can verify that there are actually infotype records documenting the changes

to the Withholding tax information by using the display icon = and checking the
Q

infotype itself or click on the document overview icon “* again to review the changes
made. Hereisthe display and you can see that the effective dates are included asis the

date the information was changed to reflect the new number in the Allowance field.

™ Dizplay Withholding Info 'W4,/wW5 US
Infatype Edit Goto  Extraz  Sustem  Help

& Rlece DR anan | RE|®

H

|lame

Personnel no: I 624 Mame II’IHDREI'.' .. Status Inactive by wh
EE group IE MF Perzonnel ar 1287 Morthwest Region MR v
BRI [FT FeaFul Time 55M [891-25-5555

Fram |B2.’15/2BB1 ta I12.’31.’9999 Cha. 1[12,'[11,'2["]1 ]HI]_PﬁS?F2

Status The eff .
e effective
Taw autharity IFED Federal dates. Taw lewel IE Federal
Filing status IE Married

E xemptions
Allowances |_5 % C h ange I

I_ T ax exempt indicator [T IRS mandates

Withholding adjustments

Add withholding I a.8a  UsD

Overrides [from Infotype 0234)

From date End date Supplemental method Tax override Empl. 1

When it was
changed and

Y ou may cycle back and forth between both copies of thisinfotype using the two icons

& &

and double-clicking on the line you wish to see to open all the detailed information.

=3

, Or you can also retrieve the information using the Document Overview icon <=
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|C Request for Personnel Action (52)

Use transaction code ZHR52, and select | v | to go to the next screen.

™ SAP Easy Access SAP R/3 System

Meru Edit Favorites Exfras Svstem  Help

| & rrs2 DA Cos |2 MM
le=|s a8 s v
i (23 Favorites
= =3 5AP standard menu
----- (] Office

""" [27 Logistics

""" (£ Accounting

""" [ Human Resources
'''' (2 Infarmation Systems
----- [£3 Tools

There are two ways to generate a request for personnel action:
with personnel number

-OR-
with position number.

Reguest for Personnel Action

™ Request for Personnel Action

Reqguest Pers Action Edit Goto  Svstem  Help
& |l DImcod2HE

“ &# Change |
@

Request for Personnel Action (Form-52}

Personnel number 62y

To use personnel number, enter it into the personnel number field, and select the

&7 Change
con.
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Request for Personngl Action

* Request for Personnael Action

Persoreel dats  System Help

Enpionsss il

& ~imiece gk avas 0@

o Meks| ahe s

Fararmed

fo [&En Mas: |AKBEENW SMDERSOH

| PART A: Aoquedding Ol

=W [en1-25-5555

ot weped FERFSREANCE REUIEW Aeges no |
b i Hes | Téehem | Bl [
Adon - wowed by deikry il hoseed by
Haer | Do | Mare | oz |
_MME:FurPupuﬂinifﬂ-’W
Mowelladl  [AMBERSESE B4 5e e DY1-75-5555 B dur WIZ51IER
Feel [awemEN Efchim [ermszne
FIRST ACTION | SECIND ACTION —
[ L ool MshraFickond Lepsl A ihoep [nde Plature e fordlepal datha b
e o i | [
e o ] [
a0l al

Enter any applicable remarksto be printed on the 52. Select the

8

icon to continue.

Select output device, then m The 52 should look like the following

illustration:

* Request for Personnel Action fNew Employes

List Edt Gom Seftne System  Hep

& W gae CNE wwa
|8 | B Boome Busen | TR | H| &P e

- HE @

Request for Personnel Action

AEGLEST FOA PEFSONHEL ACTIOH

queckrg ST AT DI |
TACTIONHEQLES TED TFEQUELT FLIWAER |
HFOF QDA TIONAL INFOFRATION CaLL [HMerE & TELEFHOMEY AFROPO5ED EFFECTIVE DATE!
[T ] ]

EACTIDMAEDDESTED B  GRCTIOMWAITHIREED By

] 0000000

[FAHT E - For Prepaiorc 5 51
1HEME L85 T, FRAT]

S EOAL SEOURITY HOMBER I0ATE 0F BRTH

" HEFFECTRVE GETE
AC0I000 DD/

10 POETON
PLETION  Q0Q0at00

08 KET
CHGIINIT

FRM POEITIH
POAITICH

JOB FEYV
URRUNT ] i
PERS ARES SRAAES FEF:S AFIE A SUBARER,

The “landscape” view appears..
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If the user entering new hire datain ADP is not the same user who created the new hirein
SAP, the PAR must be forwarded to the ADP person. |If the ADP user has access to
SAPmail, send the PAR from the print preview screen (landscape view) using the
following procedure:

Click on envelope icon (under the green arrow)
Click attachment document content

Select recipient using drop down arrow

Select internal user and green check

Fill in last name, first name

Click send

Select ¢ to get “portrait view.”

Request for Personnel Aciton (portrait view)

* Print Preview for HCS7 Page 00001 of D0D01 =

Test B Golo System Hale

& R %JHE DnoH @m| @

Turma §E AEQUEST FOR PERSOMMEL ACTION
TART i - Megeing BNy Fara Aohar a1l
| —— [ e——

[ ] rem apoormens wmos ssnos cat (ramE o reoene m [+] rooenim prm

[E] wenar sasmmcrmn ve I.__ e

TART W - Fer Frngparaiser of FE 34

[i ] wasz s Laar, FWcn i v ccvanvenaan s o crsmn W | arrcrar )
Al EREDH A DA oEi-E-gEE [LESEI Y] LEDREET TN

TIRFT AT TN FECHER ATTION

LT FATUEE BF SEF RS LERL SRTHORE cora EEP AL OE ETE ¢ LI & NTHORI T

Select the = to print.
To generate the report by position number, in the initial screen, leave personnel number

Ch
blank, then select the & e icon.
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* Request for Personnel Action
Reguest Pers Action Edit Goto  System  Help

@l T WCoe 2HR/ ana

| £ 2=

Request for Personnel Action (Form-52}

—

Fersonnel number

Enter the applicable information on the next screen:

" Request for Personnel ActionfMNew Employeea

PersDiata  Svstern Help

F R DNE anan | BME

|& |
=t
S
Flecyiest for Persvered docfinn [Fam 52] HEW EHPLOVEE

PART A: Requesting Oifice

Aclin izgsid [WEW WIRE Fegusd o

pod ko Hene [shHH p0E Teaphore i Ef dals BzZ/2000

Articey 1equeshed =1} Actici authmized by

Do |02/12/2001 HMeme [JOHH TESH Dele (0271272081

Heme [LEZR EIBBUNS

FART B: Fo Preparation of 5F 50

'|IIIB- Qi-ouRe  Bith det=

MamelLszl  [DOE Soc.Secng
[Firet] |JOHH ENl date
ACTION
Coda Hature of Afiond_agal fuon

] I
| I
| [

|Iﬁ," meriere
|ll?.l"1?.l"2 iliy]

Select the = icon to print. Be sure to select Q3 Print preview to verify entries and email

before printing!
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NOTE: According to the United States Postal Service Sorting Facility all

/ names and addresses must be entered into the system using upper case letters
(ALL CAPS) and NO punctuation except the hyphen between thefirst five
numbersin a Zip code and the last four.

NOTE: Verify you have position number, work schedule rule, and hourly rate
before beginning new hire action.

z New Hire Action

We will process anew hire and go through all the steps required to input data and verify
its accuracy. Use the following menu path or transaction code.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code:

PA40

Screen: Personnel Actions

™ Personnel Actions

HE Master Data  Edit Goto Extraz  Utlities Settings  System  Help

& |

e ce@ 2HE DL AR @

i

Personnel no.

Fram

A

/25/20m

Action type

Mew Hire

-

| Perzonnel area | EE gloui EE subgroui

Change in Position / Transfer

[ DI

Multiple Pozition Aszignment

Separation

Rehire

Leave of Abzence

Return from Leave of Absence

Adjuztment in Payp

Retirement

External Hire

External Separation

4

Thisisthe starting point of ALL personnel actions. Thisis the selection screen for al

personnel actions.
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Field Name Description R/O/C User Action/Values
Personnel Number | Will be system System generated | Makesureit is
generated blank. If thereisa
number in there
from a previous
hire, deleteit.
From From Date R Enter the hire date.
Action Type The type of actions R Select the New Hire
that can be type by clicking on
performed the small box to the
left of the text as
shown on the screen
above.

Click the Execute button E

The ensuing screen is the opening infotype 0000, Create Actions. We havefilled in
certain fields as explained in the table below, then clicked the Enter green check mark

@

or pressed the Enter key on the keyboard.

Jiclpe Edt Goto Esigs  Syakem Help

&[]

AWceas QRR

B A GF thengeinio grup

Enan | FE @

Pers.no

LFLE

Fiom m o m
Parsnnmel aclion

Astion tips [ Hire =]

Resson forscion F‘I‘ Hes Hiss
e T |

Errchosrment |Aztve =

5o ot arvTie

Drganizational astig ﬁ

Fostion 10001 24% dreck Bar Techricizn

Perzonmel e [1267  Hoteme Angion HWH

Ermpliien goip ]E WE

Emchuse sibgog [FT FeafulTine i
Additinnal aclionz

Statcale | A | Acion e [ iR | Fiesson taciion i |
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Field Name | Description R/O/C | User Action/Values

Action Type | New Hire R Thisfield will default the hire
date from the previous screen.

Reason for Why the action is being R Select the appropriate reason for

Action performed the new hire action by using the

dropdown arrow. In our
example, we are using new hire
113 0111

Please clear the following fields: Position, Personnel Area, Employee Group and
Employee Subgroup. Then follow instructions below:

Employment | User Defined R The field will default active. No
entry can be made.
Position User Defined R Should be known, you may enter

the position number directly or
use the dropdown arrow to
select.

After entering position, click on | g Ior hit enter key to populate personnel area
and employee group which attached to position.

Employee

Sub-group for the employee

The assigned subgroup

R

Enter or select from the
dropdown arrow to select the
appropriate pay plan, i.e., Flex,
FT, PT, etc.

Thefield must becleared
before starting each new
employee.

Verify contentsof all fields. If any fieldsareincorrect, write personnel number on

paperwork, ¢ back out of thisscreen, and contact supervisor. If all iscorrect,

continue processing new hire.

Press the Enter key on the keyboard or use the green check mark |£

Once the Enter key is pressed, the user receives an Information reminder, either on a user
defined window in the middle of the screen or on the status bar on the bottom. It is
important to read every one of these messages that appear within each infotype before
continuing. Our example shows the reminder message “ Save Y our Entries’. These
reminderswill appear after each infotypeisentered. Wewill only be showing the

reminder on the screen prints once.

Press the Save icon
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NOTE: According to the United States Postal Service Sorting Facility all

/

numbersin a Zip code and the last four.

names and addresses must be entered into the system using upper case letters
(ALL CAPS) and NO punctuation except the hyphen between thefirst five

Thisisthe view of the Create Personal Data screen after certain fields were populated, as
explained in the table below, and the Enter key pressed. At this point we should save the

record to move to the next infotype.

™ Create Perzonal Data

Infotype  Edit Goto Estraz Syatem Help

@ Hlgecoe Dl anaa AR @
|aa.L
Perzonnel no 624 Statuz Active
Fram 5561251’1953 To |12f31.’9999
-Hame
Form aof addr | "'I
Last name i.-’-‘mclersun
First name ;.-’-'mdrew
Middle nhame iHobert
[rezignation I ;j
Suffix | =l
Mame iﬂ«ndrew Andersan
HR data
55N §h91—25—5555 jGender
Birth date iaw25,f195a ) Female ® tale ) TED
Cormm.lang. i E nglizk _'_I
M ar.status i Marr. L I
Inputs for the Create Personal Datainfotype.
Field Name Description R/OIC User Comments
Action/Values
Form of O You may enter | The gender
Address the form of fieldis
address (e.g. validated by the
Ms.) form of address
if used.
Last Name Last Name R Enter
employee’slast
name
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First Name First Name R Enter
employee' sfirst
name
Middle Name | Middle Name R Employee’sfull | DOD
middle name requirement. If
unknown, enter
NMN. If only
theinitial is
part of the
name, enter
that.
Designation O Enter or Select | Populated for
using the assigned
dropdown military
arrow personnel.

Suffix @) Y ou may enter

the employee’s
aristocratic
title, i.e. Jr, Sr,
efc.

SSN Social Security R Enter the
Number number, with or

without dashes

Date of Birth Date of birth R The Date of

Birth must be
entered in the
format
MMDDYY,
then hit enter.
The system
changesthe
format to afour
digit year.

Comm. Lang. | Thelanguagein O Defaultsto May be
which the English changed for
employee other selection
prefersto options
communicate

Mar. Status Marital Status R Enter the

employee's
marital status
directly or use
the dropdown
arrow.
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Gender

Gender

Select the
employee's
gender

DOD
regquirements
mandate either
male or female.
TBD will not
be used.

After al the entries, click the green check mark or press the Enter key. Upon validation,
click the Save icon and the screen will roll to the next infotype, 0001 — Create
Organizational Assignment. No data isentered on this screen, but you must hit the

icon to save the data on the screen.
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Screen: Infotype 0001 Create Organizational Assignment

™ Create Organizational Assignment

Infotype  Edit Goto  Estras Spstem  Help

@ |

1B Caa 2PHE anaa HAE @

“ H & £| Org Structure

Perzonnel no 624 Status Active
85N |s91255555
Fram !m ta r‘m
-Enterprise structure
CoCode 1287 b COMMAVREG, M.w.
Perz. area 1287 Morthwwest Fegion Mw/R Subarea 1287 Wwiest Sound
Cost cir L2a .1 [CONCOURSE FC OF%E
Personnel structure —
EE group !E NF Payr.area [ﬁ _i! N Fegion
EE subgroup [I;T Feg Full Time
0 izational plan
Percentage Im; Aszsignment
Position !1 861244 MF 110203
Snack Bar Techhician
Job key [tesa139z  nr110103
Sous Chef
Exempt iﬁ
Org. unit FEEE‘I—TEE JavaPlus
Coffee House
Org key IF

This shows the infotype after al the fields have been validated and entries made. This
screen will aso show the reminder, “ Save your entries’.

All information on this screen is based on the position number entered on the previous

screen.

Field Name | Description R/O/C | User Action/Values

Co Code Company code R Default based on Position

PersArea Personnel Area R Default based on entries made to
infotype, 0000-Actions.

Cost Ctr Cost Center R Default based on Position

SubArea Personnel Subarea R Default based on entries made to
infotype 0000 - Actions.
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EE Group Employee Group Default based on entries made to
infotype 0000 - Actions.

EE Employee Subgroup Default based on entries made to

Subgroup infotype 0000 - Actions.

Payr Area Payroll Area Thisfield will default a Payroll
Area based on personnel area. It
must be checked for accuracy.

Percentage | Percentage of the timethe Thisfield will default a
employee is assigned to the Percentage.
position number

Position Position Number Default based on entries made to
infotype 0000 - Actions.

Job Key Job Key represents the Pay Default based on entries made to

plan, job series and grade infotype 0000 - Actions.
level.

Exempt Exempt Status represents Default based on entries made to
the status of the position infotype 0000 - Actions.

Org Unit Organizational unit Default based on entries made to
assigned represents the infotype 0000 - Actions.
department the position
reportsto

OrgKey Organization key assigned Default based on entries made to

infotype 0000 - Actions.

Press the Enter key to validate the entries and then click the Save icon
record and the system will roll to the next infotype.

[ ]
to save the
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Screen: Infotype 0006 Create Addresses

™ Create Addresses

Infotype  Edit Goto Estras  System  Help
& |l oeceonE anan PR @
" o I I Faoreign address

Personnel no 624 Marne Inndrew . Status Aclive

EE group IE MF Perzonnel ar 1287 Maorthwest Region Mwh
EE subgroup ’E'. Reg Full Time S5M 1391—25—5555
From lm ta Im
Address
Address type Permanent Residence :j
clo
Address line 1 I‘I 23 Fantail Drive
Address fine 2 ]
City/county iSiIverdale
State/zip code W “Washington W
Country key i LISa, ;}

T elephone number |ﬁ !F96—5555
Communications l_“ i
[
[
[

Thisis subtype 1 of the Infotype — Create Addresses — Permanent Residence

NOTE: According to the United States Postal Service Sorting Facility all
names and addresses must be entered into the system using upper case letters
(ALL CAPS) and NO punctuation except the hyphen between thefirst five
numbersin a Zip code and the last four.

HRV1 — February 2001 3-26




New Hire Actions

Here are the inputs for this infotype 0006 which relates to the employee’ s addresses
(Remember to use ALL CAPS).

Field Name Description R/O/C | User Action/Values

Addresstype Typeof Address R Will default as “ Permanent
Residence”

C/O In care of O Y ou may enter one if the
employee has identified one

Addresslinel Street Name and R Enter the employee’ s street

number address

City/County City or County R Enter the employee’ s city

State/Zip Code State/Zip Code R Enter the employee’ s state and
Zip code. Zip code entry will
be validated by the state
entered

Country key Country R Will default to USA

Telephone number | Telephone O Enter the employee’ s telephone
number

Communications User Defined O This may be used for

additional numbers of various
types. Use the drop-down
arrows to determine the
choices.

When the entries are correct, press the Enter key to verify and to receive the reminder to

“Save your entries’ and then click the Save icon

This system now rollsto the next screen:
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Screen: Infotype 0207 — Create Residence Tax Area

Federal ROAND-ARAT [UROSU-000 | 0,/ I A9E0| 12451,/ 0509
State of Washdngtos DEBNI-ARAR | DENFO-9 D | B/ 00/ IPR 0| 12 500808

Never select “Federal” on this pop up window. Always choose* State of Residence.”
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Valid tax ID Numbers

Fund # | Managistics | ADP L ocation Name Federal ID | State State D L ocal Local ID
Co. Code Co.
Code
1287 NAGO NAG BANGOR WA 91-0984002 WA N/A
8172 NALA NAL BREMERTON WA 91-1386833 WA N/A
1019 NANS NAN MAYPORT FL 59-0827202 FL N/A
1034 NAJX NAJ JACKSONVILLE FL | 59-2848129 FL N/A
1034 NAJX NAJ GA 2075204-QA
1292 NANO NAH KINGSBAY GA 58-1370054 GA 2878977-HY
8019 NANT NAT MAYPORT FL 59-1694809 FL N/A
8034 NAJY NAY JACKSONVILLE FL | 59-2894504 FL N/A
8292 NANP NAP KINGSBAY GA 58-1589179 GA 8161131-ZZ
7900 NADC NAD MILLINGTON HQ TN | 52-0813349 AZ N/A
7900 NADC NAD AR 52-0813349
7900 NADC NAD CA 805-0644 7
7900 NADC NAD DC 0099385-001
7900 NADC NAD DE 1-520813349-00
7900 NADC NAD GA 2010798-TL
7900 NADC NAD IL 52-0813349 00005
7900 NADC NAD MD 01678130
7900 NADC NAD MS 52-0813349 5
7900 NADC NAD NY 520813349 9 NYC 520813349 9
7900 NADC NAD PA 1862 2175 PHILA | 000 673096
7900 NADC NAD VA 001054643 5
7900 NADC NAD PITTS | 1069867
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After choosing “ State of Residence,” the system rolls to the next screen, “ Create
Residence Tax Area.”

Residence Tax datais arequired field, based on the information that was entered into

Infotype 0006 — Create addresses. (Note: Thisinformation is known as the “Lived State
Tax Code” in the ADP payroll system)

Press the Enter button B or use the Enter key on your keyboard.

™ Create Residence Tax Area
Infotype  Edit Goto  Extraz  System  Help

@] DB ece CHE anan EE@
@B
Perzonnel no 624 I ame !ﬂndl‘ew .. Statuz Active
EE group F.;- MHF Perzonnel ar 1287 Horthwest Region MwR
EE subgroup [FT ReqFul Time SSN [e91-25-5555
From ;31.’25/2331 i! to I12/31!9999
Resident data
Tax area I'.'JFI State of W azhington
Tax Authorities in Area
Tax authority Tax Level
[ Jrep |Fedel 4 Federal
il I\a\\-"ashington B |State
4] ]|

Save the transaction using the Save icon.

The screen will roll to the next infotype 0208 — Create work Tax Area
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Screen: Infotype 0208 — Create Work Tax Area

™ Create Work Tax Area

Infotype Edit Goto  Extraz Sustem  Help

@ | B eee 2l anaa @F| @
=0

Ferzonnel no 624 MHame ll’lnl:lrew .. Status Active

EE agroup Fj. MF Perzonnel ar l128? Marthweszt Region MwH
EE subgroup [FT ReaFul Time SN [s91-25-5555

From |h1f25.f2ﬂl-]1 i! to |12.f31."9999
~Work tax data

Tax arca ;WFI A State of Washingtan

A

Tax Authorities in Area

Wi Wazhington

m

State

The Tax Areafield in the Work tax data section will default to the state that was entered
in infotype 0006 — Create addresses. (Note: Thisinformation is known as the “Work
State Tax Code” in the ADP payroll system) If thisis different from the permanent
address, you must change it here. If Work Tax Areais different from the State of
Residence, awarning message will appear: “Work % less than 100%.” Click on the

| G | to acknowledge the message. Press the Enter key and Save the transaction. After
saving, the system will roll to the next infotype screen. Infotype 0209 Create
Unemployment State.
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™ Create Unemployment State

Infotype  Edit Goto: Extraz  Spstem Help

& | CBeoe2MR anaa @D @
=R

Personnel no 624 Mame ;ﬂndrew .. Status Active

EE group E MF Perzonnel ar 1287 Maorthwest Region MWH

EE zubgroup FT RegFull Time S5M 5391—25—5555

From 131125!’2331 _tl to 1121"31!9999

rUnemployment data

T ax authority ]wn Washington

The field labeled Tax Authority in the Unemployment data section will default to the
State the employee isworking in. Thiswill be based on information that was entered on
infotype 0208 — Work Tax Area.

Press the Enter key and Save the transaction. After saving, the system will roll to the
next infotype screen.

Note: If the state where the employee works has a state withholding tax, the
infotypeto appear will beinfotype 210 Create State Withholding. If the employee
has state tax withholding, it must be created manually after new hire action is
complete.

The following infotype 0210 — Create Federal Withholding Info W4/W5 USwill appear.
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™ Create Withholding Info W4 /W5 US

Infotvpe  Edit Goto Exfras Svstern Help
&l Bl ece Lk anaa B0 @

|dae
Perzannel no I 2184 MNarme Il]LETH A. Status Active
EE group F Ma FPersonnel ar 1287 Morthwest Region MwH
EE subgroup [CE Flex Continuing SSN [s19-95-3211

From |B1!25I2BB1 b I12.¢'31."9999

Status

Tax authority IFED Federal Taw level ﬁ Federal
Filing ztatusz IE

Exemptions

Allowances lﬁ

I_ T ax exempt indicator " IRS mandates

Withholding adjuztments

Add.withhalding I usD

These are the inputs and checks for the infotype 0210 — Create Federal Withholding Info
W4/W5 US

Field Name | Description R/O/C | User Action/Values
Tax Thisisthe taxing R Thisfield will default to
Authority authority that the Federal. (Note: This
withholding amount is information is known as “FED”
being taken for in the ADP system)
Filing Status | Filing Status R Enter the status or use the
dropdown arrow to select the
correct status from the

employee’' s W4 form. (Note:
Known as the “Federal Marital
Status’ in ADP)

Allowances Exemptions claimed @] The number of claimed
deductions from the W4 form.
(Note: Known as the “Federa
Exemptions’ field in ADP)

Exempt Exempt Indicator C Thisisarequired field if the
Indicator employee is exempt or partialy
exempt from paying Federa
tax. Verify by checking on the
W4 form. (Note: Known asthe
“Federa tax calc status code” in
ADP)
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withholding

Add Additional Withholding

Thisfield isrequired if the
employee has added a dollar
amount on the W4. (Note:
Known as the “Federal tax
modification amount” in ADP)

Press the Enter button and Save

infotype 0041 — Change Date Specifications

HRV1 — February 2001
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Screen: Change Date Specifications

™ Change Date Specifications

Infotype Edit Goto Extras Swystern Help

=1l i8cae DN anan DA @
=P

Fersonnel no I 2184 Mame Il]LETFI A.. Status Active

EE group IT T, Personngl ar 1287 MNaorthwest Fegion kWH

EE subgroup [e6 Flex Continuing 5N [519-95-3211

Fiom [e1701/2001 w0 [12/31/9999  Chng [0478272001 [HQ_P657E7

Date Specifications

Date tppe Date Date type Date

[01 Original Hire Date [01/01/2001 [83 Service Comp Date [81/01/2001

[0u Civilian Service [01/0172001 [66 et Flan Eiigibilty [01701f2001 |

All fields populate from the new hire action with the date of the new hire. Update any
necessary fields.

The definition of the Civilian Service Date is the Comp date minus the active duty
military time. In most cases this will be the same as the Original hire date.

Date type 03 is the Service Comp date, the date that annual leaveisbased on. Itis
additional time added to an employee’s length of service to account for active duty time
during certain timesin history. Itisonly for veterans who are not in aretiree status.

Date type 06 Ret Plan Eligibility is used for benefit retirement plan eligibility if different
from original hire date.

]
Press the Enter button and Save the transaction. The screen will roll to the next
infotype 0006 — Create Addresses, Subtype 2 — Unpaid Compensation Beneficiary
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NOTE: According to the United States Postal Service Sorting Facility all

/ names and addresses must be entered into the system using upper case letters
(ALL CAPS) and NO punctuation except the hyphen between thefirst five
numbersin a Zip code and the last four.

Screen: Infotype 0006 — Create Addresses

™ Create Addiesses

Infatype  Edit Goto Estraz  Swstem Help

@] flBcee | DMk anaa PR ®
” @ @ ‘(E i Foreign address
Perzonnel no 624 I arie W Statusz Active
EE group r; HF Personnel ar 1287 Morthwest B egion MR
EE subaroup 'ﬁ Feg Full Tirme S5M 1391—25—5555
Fram Im to im
Address
Lddress tupe iUnpaid Comperisation l;
clo iMary Anderzon
Address line 1 !.t’-‘«cldless Unknown
Address line 2 I
City/county ;Silverdale
State/zip code W Wwashington W
Counbry key !USA __'_1
Telephone number [_[—
Communications ! I—I
.
| [
l [

WARNING: Thisisavery important data collection infotype to befilled
out. Thisinfotype lists the beneficiary designated by the employee to receive
‘ their last paycheck in case of afatal emergency. The beneficiary’s contact

information is al required before the infotype may be saved.

[ ]
Press the Enter button and Save the transaction. The screen will roll to the next
infotype 0019 — Create Monitoring of Dates.

Thisinfotype will appear three timesin this process to allow the monitoring of three
separate dates.
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The example shown below allows the monitoring of the date when an employee's
probation period ends.

Screen: Create Monitoring of Dates

™ Create Monitoring of Dates

Infotype Edit Goto Estraz  Spstem  Help

& | FlBlee@|DHME anaa Al @
=0
Personnel no 624 Mame ;Hndl‘ew . Status Achive
EE group Perzonnel ar i1 287 Morthwest Begion bR
EE subgroup iF_T- Feg Full Time 55M |[191—25—5555
D ate
Tazk type i‘l “f'ear Prabation LI
Date i 1 /25/2062 Frocezsing indicator
Reminder
Feminder date ilﬁ f25 /2882
Lead/follow-up time I— | I_
Comments
|
I
I
Field Name Description R/O/C | User Action/Values
Task Type Type of task to be O Use the dropdown arrow to
monitored select the proper task
Date Date that the task C Required if the task type has
will require action been entered.
Processing Status of the date C Defaults to “New task” for new
indicator processing hire.
Comments Any additiona @] May be used for any user-
remarks defined commentsiif required.

Press the Enter button and Save

infotype 0077 — Create Additional Personal Data
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Screen: Infotype 0077 Create Additional Personal Data

™ Create Additional Personal Data

Infotype  Edit Goto Estras  System Help

l& | Hecea/oranaanR0@
=N P
Personnel no 624 Marne |I’Inl:|l‘El.u .. Status Active
EE group Fj. MF Ferzannel ar 1287 Marthwest B egion t4WHE
EE zubgroup [F_T. Reg Full Time S55M |[191—25—5555
Frarm im;zs;zam Ta |12.c'31.-'9999
rAdditional personal data
Ethnic arigin !Asian or Pacific 1slander Ll
Military status ;E _1_;
Field Name Description R/O/C | User Action/Values
Ethnic Origin Ethnic Grouping R Use the dropdown arrow to
select the DOD-defined group
Military Status Military Status R Use the dropdown arrow to
select the correct group.

[ ]
Press the Enter button and Save the transaction. The screen will roll to the next
infotype 0094 — Create Residence Status

HRV1 — February 2001 3-38




New Hire Actions

™ Create Residence Status

Infotype  Edit Goto  Estraz  Sestern Help
@] Hoece DHE anaaFE@
EREP

inndrew .. Status

1287 Morthwest Region MwR
|p91-25-5555

624

[5 nr

[FT FeqFul Time

1913’25!2391 to

-Personal identification

Personnel no Mame Active
Personnel ar

55N

1124'31!9999

EE agroup

EE subgroup

Fraom

|US Citizen =]
]U.S. Dirivers License w/photo Lj
Issuing Autharity Il

Residence status

10 tupe

1D number
|zzuing date

Walidity end date

-Employment venfication

“wiork, permit

lzzuing Authority

“Work: permit number
lzzuing date

Expiny of wark, perm.

I
—
——
I
%
—
—

Thisinfotype verifies the Residence Status of the new employee. Every employee must
havethe INSform -9 in their Official Personnel Folder. If the new employeeisan
American citizen, only the first two fields are required. Here are the inputs necessary to
completely fill out the fields on this infotype.

Field Name Description R/O/C | User Action/Values
Residence Status | US Citizenship? R Enter the employee’ sresidence
status., i.e. citizen or non-citizen
ID Type Type of Id used to O Use the drop-down arrow to
verify the required select the proper type of
[-9 form document.
Issuing Authority | Issuing authority @) Enter the info from the paper 1-
9form
ID Number ID Number @) Enter the ID number from the |-
9form
Issuing Date Issuing Date O Enter the date from the I-9 form
Validity End Date | Expiration date O Enter the expiration date from
the 1-9 for the ID used above
Work permit Work Permit O Use the dropdown menu to
select the correct document
Issuing Authority | Issuing Authority @) Enter the information from the
[-9 form
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Work Permit Work Permit O Enter the Work Permit number

Number number from the 1-9 form

Issuing Date Issuing date O Enter the date used on the 1-9
form for the work permit used
above

Expir of Work Expiration date of O Enter the expiration date used

Per mit the work permit on the I-9 form for the work
permit used above

Press the Enter button and Save the transaction. The screen will roll to the next
infotype 9001 — Create DOD/MWR Specific Data

Thisisavery large infotype screen and the user must scroll down to make the entire
window available.
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Screen: Create DOD/MWR Soecific Data

™ Create DOD ! MWR Specific Data

Infotype  Edit Goto Extras  Sestem  Help

@ | FHeeetHE n0LD AR @
lams
From [o1/25/2801 #| to  [12/31/9999

Locale Information

DOD NAF] Organization Cade [Huz22 May NAFI

Dty Station Location ]?5_3?6?2_63_5 Bangor, i

MaF Pergonnel Office identifier 10287 Morthwest Region Seattle

D00 MWwWH Activity Code E Snack bars incidental to operation of ather programs

USA Funding Under MDA

=1

USA Indicatar Mot covered under LISA MOA

Misc.

‘whelfare to ‘W ork Hire code Hired orvor after March 8, 1997 - Box & on OPM Form 1635
DOD Dependent-Sponzor Relationzhip Mot applicable. Mot a dependent of a sponzor.
Perzon Hispanic Category Code Mot Higpanic Origin
Perzon Designator Tpe Code
Off Dty Military Code

Source of Recruitment

Social zecurity number

Mo; not a military member on active duty

 EiEa iRy e

-Union Eligibility

Bargaining Linit Eligibility Code MNon Supervizany

=z1=l

Bargaining Unit kMember Status Mot tember of B argaining U nit

Rehi t Info.
Retirement Certificate Numnber l_
Portability of Retirement Election E Mone of the abave
Appr. Fund Sewverance Pay Entitled Iﬁ Mot applicable
Portability of Benefits Status Code Iﬁ Mot covered

-Position Info.

Pozition S ensitivity I.‘I- Mon-Sensitive
Supervizor Pozition FI'

-ADP / Kronos Info.

Kronoz B adge Mumber I
Kronoz Terminal Group i

The screens shown above ar e examples only and do not reflect a real-life situation.

Most of the fields on this 9001 infotype are REQUIRED and are mandated by various
DOD or MWR policies. Here is the explanation of the various fields.
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Field Name Description R/O/C | User Actions/Values
DOD NAFI NAFI R Will always be “ grayed out”
Organization Code | Organization code and populated with NV 22
Duty Station Where the R Use dropdown menus to
L ocation employee will complete
work
NAF Personnel The Personnel R Use dropdown menus to
Office I dentifier Office involved complete
DOD MWR The DOD R Use dropdown menus to
Activity Code description of the complete, request assistance
activity from finance manager if
needed
USA Indicator Whether the R Use dropdown menus to
activity will be complete, find information on
reimbursed using 52.
the USA process
Welfaretowork Mandated since R Use dropdown menus to
hire code 1997 complete, use OPM form 1635
DOD Istherea R Use dropdown menus to
Dependent/Sponsor | relationship? complete
relationship
Per son Hispanic Hispanic O Use dropdown menus to
Category Code Category? complete
Person Designator | Social Security or R Use dropdown menus to
type code other complete
Off Duty Military | Isthe Employee R Use dropdown menus to
Code on Active duty? complete
Sour ce of What tools did we @) Locally defined and used
Recruitment useto hirethis
new employee?
Bargaining Unit In a supervisory R Use dropdown menus to
Eligibility code position? complete
Bar gaining unit A member of a R Use dropdown menus to
member status bargaining unit? complete if activity has union
Retirement Retirement O Do not popul ate—headquarters
Certificate Number | Certificate- will be only
old certificate
number or
employee socia
security number
Portability of Is the employee R Use dropdown menus to
Retirement eligible for complete
Election portability?
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Appr. Fund Was the employee R Use dropdown menus to
Severance Pay receiving APF complete
entitlement Severance pay
when hired NAF?
Portability of Identifies R Use dropdown menus to
benefits status code | employees who complete
moved after Jan 1,
1987 without a
break in service of
more than three
days.
Position Sensitivity | Isthisasensitive R Use dropdown menus to
position from a complete, see OF8
security
standpoint?
Supervisor Position | Isthis position a R Use dropdown menus to
supervisory one? complete
Kronos badge Kronos badge C Entry is not required if the
Number number activity doesn’t use the
KRONOS automated Time and
Attendance collection method.
Select the No Kronos System
checkbox
Kronos Terminal Kronos Terminal C Entry is not required if the

Group

number

activity doesn’t use the
KRONOS automated Time and
Attendance collection method.
Select the No Kronos System
checkbox

Only Headquarters can have“ No Kronos’ checked

No Kronos System | Checkbox C Click the checkbox if the
employee will not be using
Kronos.
ADP Company ADP Payroll C Will populate from ADP
Code processing code information when nightly
interface between SAP and
ADPisrun
ADP FileNumber | ADP Payrall C Will populate from ADP
Processing file information when nightly
number interface between SAP and
ADPisrun
Misc. Notes O Any additional comments if

needed

Note: Employee must have either a Kronos badge number or have the No Kronos

box checked.
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Press the Enter button and Save

infotype 0022 — Create Education

the transaction. The screen will roll to the next

Thisinfotypeis optional and the determination for its use will be alocal personnel
department decision. If any entry is made on this screen, you cannot enter through it, but
are required to completeit.

NOTE: The screen below isfor explanatory purposes only and does not

maintenance of this infotype will be explained in detail during the training of a

/ reflect any specific educational requirement for any particular job. The

later transaction code. If theinformation is available at the time of the new
hire it may be entered as part of the new hire process or can be done later.

™ Create Education

Infotype  Edit Goto

Extraz  System Help

@] FlRece DMK anaa|BR | @
a3 .2
Perzonnel no 624 Mame W Status
EE group IE MF Personnel ar 1287 Morthwest Fegion kMwWH
EE subgroup FT RegFul Time 55N [#91-25-5555
Frarm lm o lm
Educational est. !ﬁ
Inetitutelocation IUniversti_l,J of Diowntown Millington
Certificate Iﬁ
Branch of study 1 lm _1_|
Branch of study 2 I_
Field Name Description R/O/C User Action/Values
From Date the Education R Beginning date of
started the employee’s
education
To Date withdrew from R Enter graduation
the Educational date or another date
institution of withdrawal if
applicable
Educational Est What type of R Type of educational
institution did the establishment. Use
employee attend? the dropdown to
select
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Institute/L ocation | Establishment name R Enter the name of
and location the educationa
establishment

Certificate R Dropdown menu to
select, linked to
educational
establishment

The next two fields are not required for High school or GED

Branch of study 1 O Dropdown menu,
linked to certificate
Branch of study 2 O Dropdown menu

Note: The options available for “certificate” and “branch of study” are determined by the
entry for “Educational Est.”

[ ]
Press the Enter button and Save the transaction. The screen will roll to the next
infotype 0007 — Create Planned Working Time

™ Create Planned Working Time

Infotype Edit Goto Estras System Help

Ii r [ 1 =
& |l DHege2MEe anaa | FE| @
| i
“ @ @ £ Work schedule
Personnel no 624 Mame |F|nl:|rew .. Status Active
EE group E MHF Perzonnel ar 1287 Muorthwwest Region kWi
EE subgroup [FT RegFul Time SN [e91-25-5555
Fram |B1."25."ZBB1 To l12a’31p’9999
‘Work schedule rule
Whork schedule rule |E 013 EE'JF REG EO
whorking time
E mployment percent | 10868. 88
Draily working hours I 8.83
Wieekln working houre I 48.13
tonthly waorking hrs ! 173 .91
Annual working hours l 2087 .08
Wieekly workdays I L.an
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Field Name Description R/O/C | User Action/Values Comments
Work The Work R Enter the KRONOS pay | Must have
Schedule Rule | Schedule Rule rule work schedule
under which the rule for each
employee will employee
be working

Press the Enter button and Save the transaction. The screen will roll to the next
infotype 0008 — Create Basic Pay. If infotype 0007 — Create Planned Working Time was
not created and saved, infotype 0008 — Create Basic Pay will be incorrect.

™ Create Basic Pay

Infotvpe  Edit Goto  Wage types  Exiras  Svstem  Help
“ﬂ“ B coe LM ODLOO RE| @

]
“ @ @ ‘2 | Salary amount F'ayments atd deductions

Personnel no |—2!I
From lm tar Im
Pay scale
Feazon IH Mew Hire Cap.util.lvl I—
Type [B1  Nawbwr WkHrs/period | @.80 |Biweekly
Area [on  aciaz
Group |HF a3 Lewvel Iﬁ Annual zalary | A.88 |UsD
Wagd Wage type hame Op Amaount Currend Ind &d Humber it
1818 Houly Rate - MwE 8.5USD I |F
)
=

Y ou will receive most of thisinformation from the SF52 paper form or the employee data
sheet.

While all of the fields are required, some will default based on other inputs. All field
entries must be validated and verified as they all affect the new employee’'s pay.

ield Name Description R/O/C | User Action/Values

Reason Reason for a R Use the dropdown menu,
changeinthis choose 01 — New hire
infotype

Type User Defined R Field will default

Area User Defined R Field will default.
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Group User defined R Enter the employee’ s pay
grade. Y ou may usethe
dropdown menu to select.
Must be verified for accuracy

Level Level of Pay R Will default based on the
entry in the group field. Must
be verified for accuracy

Hourly Rate Enter the correct R Enter the hourly rate(s), for

rates for each NF sand CC’'s—adl others

Wage types. wage type listed will populate when user hits

1010 = Hourly rate

enter. Can override for save
pay.

Note: Seattlewill need to override hourly rate for craft and tradeonly in AC 143.

Work/Hrs Period The hours of R Thisfield will default in
work in a specific
period

Capt util. L vl Used for Ansal R Thisfield defaults “100”.
calculation
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Press the Enter button and Save
infotype 0009 — Create Bank Details

™ Create Bank Details

Infotype - Edit Goto Estras System Help

the transaction. The screen will roll to the next

& || FlBcea LM anaa FAF @
==
Personnel no 624 M are W Statuz Active
EE aroup E MF Perzonnel ar 1287 Marthweszt Region MWwH
EE subgroup !ﬁ Reg Full Time SSH IE191—25—5555
From m ii ko m
rBank details
Bank detailz type |Main bank, '_"j
Pavee i.f-‘mdrew Anderzon
Postal code/Ciy {98315 [Siverdals
B ank. country iUSA :j
Bark key |
Bank account number ! Bank control key r
Payment method [T EFTaCH]
Purpoze i
Pavment currency usD

Bank details data are used by the automatic employee vendor creation program in

accounts payable to pay travel advances, etc.

Field Name Description R/O/C | User Action/Values
Bank Details Type | Type of bank for R Will default to main bank
this Employee
Payee Employee’' s name R Will default
Postal code/City Zip code/City R Will default
Bank Country Bank Country R Will default USA
Bank Key The name of the R Enter the employee’ s bank
bank the funds are deposit transit/ ABA number
to be deposited into from direct deposit sign up
form. Thisfield isentered if a
payment method of “T” is used.
Bank Control Key | Thetype of account R Must be 01 Checking or 02
Savings
Bank Account Account number of R Enter the employee’ s bank
Number the account to be account number.
deposited into
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Payment Method EFT or acheck for R Will default to “T” for direct
the payment? deposit. Changeto “C” only if
waiver from MWR HQ is
approved.
Payment Currency | Payment Currency R Will default to USD

Press the Enter button and Save

the transaction. The screen will roll to the next

infotype 0006 — Create Addresses, subtype 2 Address, Emergency Contact

™ Change Addresses

Infotype Edit Goto  Estras Swestem  Help

|l Flojcaa DM anaa AR @
= N= P
Perzonnel no 624 M arne W Status Active
EE group E ME Perzonnel ar 1287 Morthwest Region MR
EE zubgroup 'ﬁ Reg Full Time S5M Iﬂ'}'1—25—5555
Fram [81725/2881 1w  [12/3179999 g [81725/2881 [HO_P657F2
-Address
Address type IEmelgenc_l,l Comntact _:_l
oo IMIS. Annie &ndersor]
Address line 1 I'I 234 Sterrivw'heel Lane
Address line 2 |
City/county ISiIverdaIe
State/zip code IW YW ashington W
Country key IUS.& __‘_I
Telephone number I_
Communications | I_
I
I [
I [

NOTE: According to the United States Postal Service Sorting Facility all
/ names and addresses must be entered into the system using upper case letters

(ALL CAPS) and NO punctuation except the hyphen between thefirst five

numbersin a Zip code and the last four.

Field Name Description R/O/C | User Action/Values

Addresstype Type of Address R Defaults Emergency Contact —
Who to call

C/O In care of R Enter the emergency contact’s
first and last name (and
relationship if available)

Address Street name and R Must populate thisfield, can

number

enter “address unknown”
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City/County City R Enter the contact’ s city. If
unknown, use the employee’s.

State/Zip Code State/Zip Code R Enter the contact’ s state and zip.
If unknown, use the employee’s
Country key The contact’s C Will default to USA
country key

Telephone Number | Telephone Contact’ s telephone number

Oo|=™

May be used for additional
contact phone numbers.

Communications Additional numbers

[ ]
Press the Enter button and Save the transaction. The screen will roll to the next

infotype 0004 — Create Challenge.

This screen must be completed! Enter “99” in both fieldsif challenge not
applicable.

™ Create Challenge

Infatype Edit Goto Extraz  Swvstem  Help

& delcee DMK unan NE| D
e @2

Perzonnel no 624 MHame W Status Active

EE group E MF Perzonnel ar 1287 Marthwest Region MR

EE zubgroup Iﬁ Reqg Full Time S5H 1991—25—5555

Fram |ﬂ1.v'25f2m]1 ta |12.!'31f9999

- Challenge data

Challenge group IE
Type af chalenge I_Ei
Field Name Description R/O/C | User Action/Values
Challenge group Two digit code R Use drop down arrow to select,
refer to form SF256, or enter 99
if not applicable
Typeof challenge | Two digit code R Use drop down arrow to select,
refer to form SF256, or enter 99
if not applicable
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[ ]
Press the Enter button and Save the transaction. The screen will roll to the next
infotype 0171 — Create General Benefits Information

= Create General Benefits Information

Infotvpe Edit Goto Exfras Swstern Help

& S8 ececHE | anan BE| @
lam.e
Perzonnel no | 2184 MHame il]LETFI A.. Status Active
EE group F MaA, Personnel ar I1 287 Morthwest Begion Mwh
EE zubaroup IE Flex Continuing S5H l51 9-95-3211

From |n1m12m31 * o |12f31.f9999

General Benefitzs Information

Benefit area W Hawy ('R
1zt Pragram grouping !SE Seattle
Znd Program grouping HBEH Mo Benefits

When the screen showing thisinfotype 0171 — Create Gener al Benefits Information
appears, all fieldswill be defaulted. You will validate the entriesand ONLY savethe

infotype by clicking the Save icon.

Screen: Infotype 0378 — Create Adjustment Reasons

= Create Adjustment Beasons

Infotppe  Edit Goto  Extras  Sypstemn Help

|| |1 DD e oM anaa FE|@
==
Perzonnel no G624 Mame Iﬂnl:lrew .. Status Active
EE group IE MF Fersonnel ar I‘I 287 Morthwest Region kw'F
EE =ubgroup IFT Feg Full Tire S5M |391*25*5555
From [prr25r2007 (2| 0 [ez/25 72007
Benefit area INavy [kA*'H
Adjustment reason INew Hire E nrollment ;]

When the screen showing thisinfotype 0378 — Create Adjustment Reasons appears,
all fieldswill be defaulted.

Press the Enter button to validate the entries and save the transaction.
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|C Personnel Action Report

Print a personnel action report using the transaction code ZHRPAR.

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Exfras System  Help

| || Erea Dimcae/om
[T =PI
-------- (2 Favarites
= £ SAP standard menu
----- (13 Office

""" (27 Logistics

""" (27 &ccourting

""" (2 Human Resouces
""" [ Infarmation Spstemns
----- (22 Toals

Select | g | to go to the next screen:

HR: Personnel Action Report

™ HR: Personnel Action Re

Frooram  Edt Goto System Help
@ | B ¢ee SHE weaa 0@ @
BleEDE
e T T T Eok |
Fenod
@1 Today ' Cumard rearks () Comert: paar
{71 L o lodkey ™ From tode
1, Cebar paind | 3 To
Selecton

Frvzoomalrunta i o I 5

Oire Y ey Probsion [osrmenong I
4L Babwren |
AL Brbrce [

Flenks 1 [
Fienks 2 |
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Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/OIC User Action, Values, Comments
Period Date or datesto be reported R Check “today” for today’s date OR
on check today and enter arange of dates
Per sonnel Personnel number @) Enter number or range of numbers.
number identifier Use the dropdown arrow if number is
not known
Remarks Remarks, NAF manager’s O Enter any remarks to be printed on the
name PAR, enter the name of the NAF
manager to be printed on the PAR
4 {0 generate report.
Print:
X|
Output device | i
Mumber of copies |1_
Page zelection I
Spool request
Name SCRIPT | |HQ_P657E7
Title
Authorization
Dutput opti Cover page
¥ Print immediately Mo cover page ;I
v Delete after print
¥ Mew zpool request Recipient I
Spool retention per. IE Drayls] Departrent I
Archiving mode I Prirt anly ;I
Print preview | 0 F'rintl Cancel | =

Click the dropdown arrow to select a printer, then select @3 Print preview
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* Personnel Action Report

Llst Edt Golo Setings System Hep
I  Fimgae ONE anas OR@
B AT B Reoom Busee WEAF| D] @rrime

Personnel Action Report

lFEEﬂWEL_aETTﬂ?IHU-LHI ]

Pore HumbedSAFT — ER lisdacifobon  Tupe ofécbion MEAF b

oM 0624 U.E‘-'l.:l'l-'é[ljl Adedranin Py TI2E7

Mane Gpa. Sec Mumber

ARDERSON ANDREW 0811 25555

Aty iy Marse & Sodran [epatmant FAOHLCAS Acirdp sl Code
HPC [HwA D) Coffes Hewaza 3

=& HID-E0UTH

| TP 1 | ol P by

Note: Email this PAR before printing!

Click on envelope icon (under the green arrow)
Click attachment document content

Select recipient using drop down arrow

Select internal user and green check

Fill in last name, first name

Click send

Select green arrow ¢ for portrait Print Preview.
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PAR (portrait view)

® Print Preview for HC57 Page 00001 of 00001 ==

Taut Edt Gomo System Help

-1 — @m?jmm DDOD DO @

PERSOHMEL ACTION REPORT

ﬂn-:w-rn FNRBAN (4T u1l"lt"'\-l TP L Or TR j TR O AT ;l A0 R
oOOooe 24 oIVRICTOn Gd jazrimarm in Fay 10TET

jaml j:mu. [ErT=TE———
AHOERZOR AROEEW oEi-id3-E888

ﬂunrw-n.: & dpomatc ﬂmlhur ﬂliunl.{:rwrrm:wr-{qu
HF L [NWA DY) Caifan Hamax #1

HEA MO- 500 TH

j“‘""‘:"' amr ﬂ aava J crar

gerazri e KALE U3 Crhuen
[ ar wim ey [ =ecnar viaa ] e e ar am

HD
Iilm!l.lh-ﬂ}’l =T Iilwmn arLILmIn Illnl.r.-u'rnrarmrr I:llmul:lp:llr::

Now select the = icon to print the Personnel Action Report you selected. Select ¢

to go back to original screen. Select <& again to go back to SAP Easy Access screen.
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